Registration Centre Home 


Registration Centre 


Welcome to the ABS User Registration Centre. Use this page to register and find out more about ABS products. 


You will need to register to use the following products. 


Census Products 


TableBuilder Basic** & TableBuilder Pro*** ($) TableBuilder Basic & Pro 
| TableBuilder is an online tool designed for users who have a knowledge of Census concepts and 
some experience using Census data. You can build basic or complex tables at any geographic area 
level, ranging from a single Statistical Area Level 1 to the whole of Australia. 
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DataPacks*** DataPacks 
®) DataPacks are suitable for experienced Census data users who have their own database or LS 
(o) =| analysis systems. DataPacks contain data for the main Census characteristics of people, families Login 
Datae and dwellings for geographic areas ranging from a single Statistical Area Level 1 to the whole of 
Australia. 


Register 


Survey Products 


Survey TableBuilder*** ($) Survey TableBuilder 
sisi eee) Survey TableBuilder is an online tool for creating tables from ABS survey data. Starting with an ‘ 
-| empty table, data variables can be selected for cross-tabulation. Tables can be constructed, Login 
iElta-) previewed and saved within Survey TableBuilder. Tables can also be exported in CSV, Excel or 
SDMX format. 


Register 


The Registration basics page will provide you with more information on registering to use ABS products. 


The ABS User Registration system is best viewed using Internet Explorer version 8 on the Windows 7 or Windows XP 
platform. 


If you are unable to use the registration system, please contact the National Information and Referral Service (NIRS) 
via one of the following: 


Ph: 1300 135 070 

International ph: +61 2 9268 4909 
Hours: 9 am-5 pm Monday to Friday 
Email: client.services@abs.gov.au 


Star ratings 
Our star rating system will help you select the right ABS product for you. 


* Easy to use product 


** Intermediate product. Requires understanding of statistical concepts and skills in 
building tables with statistical data. 


*** Advanced product. Requires detailed understanding of statistical concepts and 
statistical analysis skills. 


$ Charge applies 
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Registration basics 


Registration Centre 


This page provides you with information about the types of licence available for registered ABS products - Individual and 
Organisational. It also explains how to manage your profile and register a new organisation. 


To gain access to products that require registration, you will need to register and then choose either an Individual or 
Organisational Licence. You will then be able to apply for the products you want to use. See How to register for 
instructions. 


Some products are available with either an Individual or an Organisational licence. 


Individual Licences 


Individual Licences are available for Census TableBuilder Basic & Pro (2006 and 2011) and Census DataPacks Online 
2011. 


Using your Individual Licence 


An Individual Licence is for a single user. An Individual Licence can't be shared with others, but you may transfer your 
licence to another user. Your saved tables won't be transferred. It is your responsibility, though, to save your tables’ 
custom groups for the new licence holder. 


To transfer your Individual Licence for a paid product to another registered user, log in to My account and select the 
Summary tab. Once a licence is transferred, your saved tables will be deleted as these are not transferred to the new 
licence holder. Before licence transfer is finalised, the new licence holder must confirm that they accept the products 
Terms & Conditions. A Payment Officer can also request a transfer to another registered user by contacting the ABS on 
1300 135 070. 


Organisational Licences 


Organisational Licences are available for Census TableBuilder 2011, Census DataPacks Online 2011 and all Survey 
TableBuilder datasets 


If you are a member of an organisation, please check whether your organisation is already registered when you begin the 
registration process. 


An Organisational multi-user licence allows an organisation to manage the number of users granted access to registered 
products. Each user licence is specifically for that user only and can't be shared with other members of the organisation. 
One or more Contact Officers in the organisation are responsible for managing their registered users' access. 


See How to register for instructions on registering as a user under an Organisational licence, or registering as a Contact 
Officer for an organisation. 


Contact Officer 
The Contact Officer can: 


approve or decline join organisation requests 

approve or decline product access requests 

add and/or remove additional contact officers 

remove a member from the organisation 

remove an organisation member's access to an organisational product licence 
apply for additional products. 


When removing an organisation member, please note that any custom groups should be downloaded before removing the 
user from the organisation and/or the product licence, as saved tables will be deleted. 


If you leave the organisation or no longer require access, you must notify Contact Officer within your organisation. 


Managing your profile 


Once your account is activated, you can go to My account to update your contact details, password and secret question 
as well as apply for access to other registered ABS products. 


Registering a new organisation 


To register a new organisation, a Delegate and a Contact Officer are required. It is recommended that the Delegate is a 
person who is at a more senior level in the organisation than the Contact Officer. 


See How to register for instructions on registering a new organisation. 


Once the ABS has granted the licence and approved access to the product, members of the organisation can register and 
select their organisation. When the Contact Officer has confirmed that they are a member of the organisation, they can 
apply for access to the products. When the Contact Officer endorses their application, they can log in and access the 
products that they have requested. 
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How to register 


Registration Centre 


This page describes how to register as an individual user and as a user under an Organisational Licence. 


How to register as an individual user 

You will need to register as an individual user if you are the only person who will use this licence. 

If you are registering a new organisation, you must be the Contact Officer and you must first register as an individual user. 
Step 1: Register 

Click on the Register link on the left navigation menu. 

On the Registration page, provide the following details: 


email address 
title 

surname 

first name 
phone number 
address 
postcode 
secret question 
secret answer 


You will also need to provide a password. Your password must be a minimum of seven characters and must contain three 
of the following four items: 


a number 

a lower case letter 

an upper case letter 

a special character (!@#$%? are allowed). 


Step 2: Activate account 


Once you have submitted your details, you will receive an email with your user ID. Follow the link in the email to activate 
your account (this needs to be done within 30 days of submitting the request). 


Enter your password and the user ID provided in your email and click the Login button. 
Step 3: Choose a licence type 

Choose the option 'I want to register as an individual’ and click the Next button. 

Step 4: Select Products 

Select products which you would like to have access to. 

Read and confirm you accept the Terms & Conditions for the product(s) you are requesting. 


If you have selected a charged product, you will need to provide the name and contact details of the person responsible 
for payment. 


An ABS officer will contact the nominated person to arrange payment. 


You will receive an email confirming that your registration has been approved. 


How to register a new organisation 


Step 1: Register as an individual 

To register a new organisation, you must be the Contact Officer and you must first register as an individual user (see 
above 'How to register as an individual user’) and wait for email confirmation. A Delegate from your organisation is also 
required (see Step 3.). This should be someone at a more senior level than you. 

Step 2: Activate account 

Once you have submitted your details, you will receive an email with your user ID. 

Follow the link in the email to activate your account (this needs to be done within 30 days of submitting the request). 
Enter your password and the user ID provided in your email and click the Next button. 

Step 3: Choose a licence type 


Choose the option: ‘Il want to register as part of a new organisation’ and click the Submit button. 


Select the tick box 'My organisation does not appear on the list. | want to register a new organisation’ and click on the Join 
button. 


Enter your organisation's details, including details of a Delegate from your organisation, then click the Submit button. 
Accept the Contact Officer roles and responsibilities, then click Finish. 


To add products to your organisation select 'Add Product" or select Finish if you do not wish to purchase any ABS 
products at this time. 


If you have purchased any ABS products an ABS officer will contact you to arrange payment. 


When payment has been received, you will be sent an email confirming approval of your Organisational Licence 
registration. 


How to register as a user under an Organisational Licence 
Step 1: Register 
Click on the Register link on the left navigation menu. 


On the Registration page, provide the following details: 


email address 
title 

surname 

first name 
phone number 
address 
postcode 
secret question 
secret answer 


You will also need to provide a password. Your password must be a minimum of seven characters and must contain three 
of the following four items: 


a number 

a lower case letter 

an upper case letter 

a special character (!'@#$%? are allowed). 


Step 2: Activate account 
Once you have submitted your details, you will receive an email with your user ID. 


Follow the link in the email to activate your account (this needs to be done within 30 days of submitting the request). 


Enter your password and the user ID provided in your email and click the Next button. 
Step 3: Choose a licence type 
Select 'l want to register as part of an organisation’ and click the Submit button. 


Select your organisation from the list and click Join. (Note: If your organisation doesn't appear in the list, see above: 'How 
to register a new organisation’.) 


You will receive an email confirming that you have requested to join an organisation. 


Once the Contact Officer has reviewed your request they will either approve or decline your request. If your request to join 
the organisation is declined, you will be sent an email providing a reason. 


Step 4: Select products 
If your request to join the organisation is approved, you will receive a confirmation email which will include a link to log in 
to the My account page. 


Click the My account link in the email notification and log in to your account. Select the ‘Organisation products’ tab to 
request access to available products. Your request will be submitted to your organisation's Contact Officers for approval. 


Once a Contact Officer has reviewed your request, they will either approve or decline it. 
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Terms & Conditions 


Registration Centre 


The following terms and conditions are applicable to all registered users. 
The registered user is the person who will access and analyse data extracted from registered ABS products. 


As a registered user: 


e | will ensure that my access details are not provided to another party. 


Where there is the option to save tables, | understand that it is my responsibility as the ABS products registered 
user, to save my tables and customised groups elsewhere (e.g: on a hard drive) for future use. The ABS takes no 
responsibility for my saved tables and claims no liability if tables don't open in later versions of the software. 
However, the ABS will endeavour to ensure that saved tables will be compatible with later versions of the software. 


e Individual licence: | will inform my Payment Officer if | no longer require access to registered ABS product(s) so 
that my access to the product(s) can be disabled, including removal of all my saved tables and custom groups. 


e Organisational licence: | will inform my organisation's Contact Officer if | no longer require access to the ABS 
product(s) so that my access to the product(s) can be disabled. | understand this will result in the removal of all my 
saved tables and custom groups if applicable. 


e Organisational licence: | understand that my Contact Officer has the authority to remove me from the licence. 
When | am removed from a licence, this removes my product access which could, if applicable, also remove my 
saved tables and custom groups. 


e | understand that the ABS reserves the right to change licence prices for charged products without notice. 


Disclaimer 


The ABS has taken great care to ensure that the information in ABS registered products is as correct and accurate as 
possible. However, the ABS doesn't guarantee, or accept any legal liability whatsoever arising from, or connected to, the 
use of any material contained within, or derived from, its products. 


| understand the following: 


e ABS Disclaimer 

e ABS Conditions of Sale 
e ABS Copyright 

e ABS Privacy 

e ABS Pricing Policy 


| agree to abide by the conditions set out in this document and any future conditions that are notified to registered users. | 
am aware that all data extracted from registered ABS products are confidentialised prior to being supplied to me and that, 
as a result, no reliance should be placed on data cells of small value. 
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Disclaimer notice 
Disclaimer 


This website is presented by the Australian Government for the purpose of disseminating information for the benefit of the 
public. 


The Australian Government has taken great care to ensure the information on this website is as correct and accurate as 
possible. The information on this website is also updated regularly. 


However, the Australian Government does not guarantee, and accepts no legal liability whatsoever arising from, or 
connected to, the use of any material contained on this website or on any linked site. 


The Australian Government recommends that users exercise their own skill and care with respect to their use of this 
website and that users carefully evaluate the accuracy, currency, completeness and relevance of the material on this 
website for their purposes. 


This website is not a substitute for independent professional advice and users should obtain any appropriate professional 
advice relevant to their particular circumstances. 


Cultural Sensitivities 


Users are warned that historic content on this site may contain language or views which, reflecting the authors’ attitudes 
or that of the period in which the item was written, may be considered to be inappropriate or offensive today. 


Non-ABS data 


This website may include data sourced from organisations other than the Australian Bureau of Statistics (ABS). The 
inclusion of non-ABS data does not constitute either an endorsement or a recommendation by the ABS of this material. 
Where appropriate, the ABS will indicate non-ABS sourced data. 


The material on this website may include the views or recommendations of third parties, which do not necessarily reflect 
the views of the Australian Government, or indicate its commitment to a particular course of action. 


Links to external websites 


This website contains links to other websites that are external to the ABS. The ABS takes reasonable care in linking 
websites but has no direct control over the content of the linked sites, nor the changes that may occur to the content on 
those sites. It is the responsibility of the user to make their own decisions about the accuracy, currency, reliability and 
correctness of information contained in linked external websites. 


Links to external websites do not constitute an endorsement or a recommendation of any material on those sites or of any 
third party products or services offered by, from or through those sites. Users of links provided by this website are 
responsible for being aware of which organisation is hosting the website they visit. 


Security of the ABS website 


The ABS applies a range of security controls to protect its website from unauthorised access. However, users should be 
aware that the World Wide Web is an insecure public network that gives rise to a potential risk that a user's transactions 
are being viewed, intercepted or modified by third parties or that files which the user downloads may contain computer 
viruses, disabling codes, worms or other devices or defects. 


The Australian Government accepts no liability for any interference with or damage to a user's computer system, software 
or data occurring in connection with or relating to this website or its use. Users are encouraged to take appropriate and 
adequate precautions to ensure that whatever is selected from this site is free of viruses or other contamination that may 
interfere with or damage the user's computer system, software or data. 


Email addresses on the ABS website 


The presence of email addresses on the ABS website does not infer consent to send unsolicited commercial electronic 
messages (email) to those addresses. 
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ABS Conditions of Sale 


Australian 


Bureau of 
Statistics 


ABN 26 331 428 522 
ABS CONDITIONS OF SALE 


Australian Bureau of Statistics (ABS) products are sold by the Commonwealth of Australia (‘The Commonwealth’) through 
the ABS. Prices are subject to change without notice. 


COPYRIGHT 


Copyright in ABS products is owned by the Commonwealth. The Client agrees not to reproduce, distribute or 
commercialise the product, or any product or service derived from or incorporating it or part of it (whether or not 
amounting to a copyright reproduction) other than as allowed by these Conditions of Sale or with the prior written consent 
of the Commonwealth. 


Where such consent is sought the Commonwealth reserves the right to set an appropriate charge or to require a revenue 
sharing arrangement. 


The Client is permitted to quote an insubstantial part of the statistical data contained in the products (whether or not 
copyright subsists in the products), providing that: 


an ‘insubstantial part' means a ‘fair dealing’ as defined in Sections 40, 41, 42 and 43 of the Copyright Act 1968; 
the ABS is cited as the source of the data used; 

the terminology used is that used by the ABS for describing data; and 

any analysis or transformation of the data is not attributed to the ABS. 


Where a product consists of data in computer readable form, or software, the Commonwealth authorises the Client to use 
on anon-transferable and non-exclusive basis, this data or software personally or for internal purposes of its organisation 
(as the case may be). This authorisation does not permit the client to reproduce this data or software other than for the 
purposes of this personal or internal use. 

In these Conditions, ‘commercialise’ in respect of a product or a derivative of that product, means to manufacture, sell, 
distribute, hire or otherwise exploit a product or process, or to provide a service incorporating the product or any other 
product or service derived from that product. 


MODIFICATIONS TO COPYRIGHT OF ABS MATERIAL 
Confidentialised Unit Record Files (CURFs) 
Use of CUREFs is limited by the terms and conditions in the Deed of Undertaking. 


The organisation is granted a non-exclusive, non-transferable licence by the ABS for the Authorised Users to use the 
CURF for statistical purposes as authorised by the ABS in accordance with the Undertaking. 


Customised and Other Standard Products 

Most ABS products carry a licence covering the applicable terms of use. The licence will be clearly displayed within the 
product. The conditions of a licence will take precedence over the conditions regarding use of ABS material stated in 
Copyright above. Where no indication of licensing is provided within the product, full copyright terms apply. 

GOODS AND SERVICES TAX 

The price includes Goods and Services Tax (GST) for that part of the supply made by the ABS to the Client under this 
Agreement which is a taxable supply as determined under A New Tax System (Goods and Services Tax ) Act 1999 (GST 


Act). 


In relation to taxable supplies made by ABS to the Client under this Agreement, the ABS agrees to issue the Client with 
either: 


(a) a tax invoice in accordance with the GST Act; or 
(b) a document satisfying the minimum information requirements to entitle the recipient of a taxable supply to claim 
an input tax credit without holding a tax invoice. 


GENERAL 


The Commonwealth gives no warranty, other than a warranty that may be implied by law, that the products are free from 
errors, are complete, have any particular quality, are suitable for any purpose or otherwise. 


Subject to any warranty which may be implied by law, the Commonwealth's liability to the Client for any loss, damage or 
injury howsoever caused by the Commonwealth, whether due to negligence or otherwise, in relation to a product shall be 
limited to providing a replacement copy of that product. 


The Client agrees to indemnify the Commonwealth (and its servants and agents) in respect of all liability for loss 
(including all legal costs) or liability from any claim, suit, demand, action or proceeding brought by any third person in 
connection with these Conditions of Sale or from a Client's use of the products. 


These limitation of liability provisions shall survive the expiration or earlier termination of these Conditions of Sale. 


This Agreement shall be construed in accordance with the law of the Australian Capital Territory and the parties submit to 
the jurisdiction of the courts in that Territory (including the federal courts). 


FURTHER INFORMATION 


If the Client wishes to commercialise the product, or reproduce the product other than as permitted by these Conditions, 
or has any further questions relating to these Conditions, they should contact: 


Copyright Manager 

Australian Bureau of Statistics 
Locked Bag 10 

BELCONNEN ACT 2616 


Telephone: 1300 135 070 
Email: client.services@abs.gov.au 


The Client is reminded that additional Conditions of Sale may apply to certain ABS products. 
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ABS Copyright 


© Commonwealth of Australia 


All data and other material produced by the Australian Bureau of Statistics (ABS) constitutes Commonwealth copyright 
administered by the ABS. The ABS reserves the right to set out the terms and conditions for the use of such material. 


Apart from any use as permitted under the Copyright Act 1968, and those explicitly granted below, all other rights are 
reserved. 


Unless otherwise noted, all material on this website — except the ABS logo, the Commonwealth Coat of Arms, and any 
material protected by a trade mark — is licensed under a Creative Commons Attribution 2.5 Australia licence, and in the 
future will be signified by either one of the graphics shown below: 


Co ——_ 


Most customised data reports also carry a Creative Commons Attribution 2.5 Australia licence. Licensing details will be 
clearly displayed within each product. Where no indication of licensing is provided within the product, full copyright terms 


will apply. 


Access to the details of the licence conditions is available on the Creative Commons website using the above link or the 
link contained within the graphics. Please also note that there are additional terms to those provided by the Creative 
Commons licence that apply to use of ABS material. 


Currently, different licensing arrangements also apply to publications with a reverse title page, on which the copyright 
conditions are stated. 


Additional terms for use of ABS material 


If you use ABS material, there are certain obligations you must fulfil. Details of these can be found in Attributing ABS 
material. Where your use of ABS material requires citation, see Guide to citing ABS sources for advice. 


Further information on the use of the ABS website and the material it contains can be found in the ABS website 
Disclaimer Notice. 


Inquiries 
For inquiries concerning reproduction and rights in ABS products and services, please contact: 


National Client Services 
Australian Bureau of Statistics 
Locked Bag 10 

BELCONNEN ACT 2616 


Telephone: 1300 135 070 
Email: client.services@abs.gov.au 
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ABS Web Site Privacy Statement 
This privacy statement relates to the information collected in your use of the ABS website. It does not cover information 
collected in surveys conducted under the Census and Statistics Act 1905. For information about privacy of survey data, 
please see Survey Participant Information. 


Our commitment 
The Australian Bureau of Statistics is committed to protecting your privacy. It does so by conforming to the Privacy 


Commissioner’s Guidelines, which require transparent collection, appropriate and ethical use, and secure storage of 
personal information. We also adhere to the Information Privacy Principles under the Privacy Act of 1988. 


The information you provide through this website will be kept secure by the ABS. 
Information collected 


The ABS monitors use of its site in order to improve the site and the website services provided to you. In doing so, we use 
first party cookies in order to collect the following information: 


your IP address 

the date and time of your visit 

the pages you accessed and the documents you downloaded 

the search terms you used 

the previous site you visited 

your top level domain name (such as .com, .gov, .au, et cetera), 

your network location name (such as your internet service provider or organisation's name), 

e any cookies that your browser has presented to our server, 

the browser, operating system and other information about your computer include the screen resolution, colour 
depth and various plugins that you used in visiting our site. 


More information about first party cookies can be found further down on this page. This information is used by the ABS for 
this purpose only and will be used to improve our online services. We do not collect identifiable personal information 
about you if you only browse this website. 


Personal information 


When accessing specific ABS services <for example, Remote Access Data Laboratory (RADL)>, you may be required to 
provide personal information. This information will only be used for the stated purpose, and will not be disclosed without 
your consent unless the ABS is required by law to do so, for example, to comply with a search warrant or subpoena. 


Email addresses 


We will only use your email address for the purpose for which you provided it. It will not be added to a mailing list without 
your express permission, and will be removed from any ABS list at your request. We will not disclose your email address 
without your consent. 


Cookies 


A first party (or persistent) cookie is very small text file placed on your hard drive by our web server. It is essentially your 
identification card, and cannot be executed as code or deliver viruses. It is uniquely yours and can only be read by the 
server that gave it to you. 


Using cookies allows the ABS to be more efficient. We can learn what information is important to our visitors, and what 
isn't. We can discard Web pages you don't use, and focus our efforts on information you need. 


Some ABS on-line products and services also require your web browser to accept persistent (First Party) cookies. If you 
do not or cannot store cookies, it may be possible to acquire versions of these products and services on CD ROM or other 
media not connected to the Internet. Please contact the Australian Bureau of Statistics (ABS) for further information. 


In order to help you further protect your privacy, we have also implemented the files required to support the Platform for 
Privacy Preferences Project (P3P) recommendations. P3P enables the ABS to express our privacy practices ina 
standard format that can be retrieved automatically and interpreted easily by P3P compatible browsers. For more 
information on P3P, please read the Frequently Asked Questions about P3P. 


Other sites 


This site contains links to external websites, which are not covered by this privacy statement. We recommend that you 
review the privacy statement of each site you visit. 


Accreditation 


This site is accredited and maintained to Australian Government Internet security standards to ensure the confidentiality 
and/or integrity of information posted on the site. These standards meet or exceed Australian information security 
management standards (AS/NZS 4444). 


Alternatives to the website 


If you prefer not to submit information via the website, please contact the ABS, for advice on how to proceed. Please 
record where you are on the website and provide this information to the consultant who accepts your call. 
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Frequently Asked Questions about P3P 
What is P3P? 


The Platform for Privacy Preferences Project (P3P), developed by the World Wide Web Consortium, allows web site 
visitors to monitor and control the way their personal information is used on Web sites. Participating Web sites answer a 
set of multiple-choice questions, creating a summary of the site's privacy policies, which can then be interpreted and 
displayed by P3P-enabled browsers. When you use a P3P-enabled browser to visit a site participating in P3P, the 
browser automatically reads the site's P3P summary and compares the site's privacy practices to the privacy preferences 
you've set. The browser might display an alert or block transmission of certain data, such as cookies, if a web site's 
practices differ from your preferences. 


How is the ABS responding to P3P? 

The ABS has posted P3P machine-readable privacy statements on our web site to communicate our online privacy 
practices. We have prepared both a full version for all online activities and a shorter version that focuses on cookies 
usage. 


What is the ABS's privacy policy? 


The ABS Privacy Statement describes how we handle customer information. The ABS places the highest value on 
customer trust, and we employ numerous controls and safeguards to maintain that trust. 


What does P3P look like? 

Only those customers who use P3P-enabled browsers or plug-ins will interact with the ABS's P3P-specific privacy 
statements. The summary of the ABS's privacy practices, as described for P3P-enabled browsers, should not trigger 
alerts for those customers, no matter which standard privacy level setting they select. As with any browser, if a user 
chooses to block all cookies, certain web features will no longer function. 

Customers who do not use P3P-enabled browsers will not see security alerts from P3P. 

Is there anything | need to do about P3P? 

If you are using a P3P-enabled browser and you receive a warning at the ABS web site, you may adjust your browser's 
privacy settings to minimize or prevent further warnings from appearing by adding abs.gov.au to your browser's Trusted 
Sites. By doing this, your browser will accept all cookies from the ABS without warnings or alerts. 


Where can | go for more information about P3P? 


You can learn more about P3P from the World Wide Web Consortium at http://www.w3.org/P3P/. 
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ABS Pricing Policy 
Introduction 
Objectives 
Community Service Obligation (CSO) 
Pricing Practices 
ABS Pricing Principles 
Products and Services Included in the Basic Information Set 
More information 
Revisions to the ABS Pricing Policy 


Introduction 


Open access to official statistics on the economic and social condition of a country and its population is an essential 
element of a democracy. The ABS attaches considerable importance to easy and widespread access by all levels of 
governments, and the community generally, to the statistics it compiles. 


Objectives 


ABS Pricing Policy follows the latest government guidelines on cost recovery by information agencies, currently contained 
in Commonwealth Cost Recovery Guidelines, July 2005 (Guidelines) 


(Please note that the links below will take you to documents on the Department of Finance and Deregulation website: 
http:/Awww.finance.gov.au) 


Australian Government Cost Recovery Guidelines 
(Financial Management Guidance No. 4) 


Australian Government Cost Recovery Guidelines PDF version [462 KB] 
Australian Government Cost Recovery Guidelines RTF version [3.5 MB] 


and Australian Government Competitive Neutrality Guidelines for Managers, February 2004 (CNG). 


Australian Government Competitive Neutrality Guidelines for Managers 
(Financial Management Guidance No. 9) 


Competitive Neutrality Guidelines PDF version [587 KB] 
Competitive Neutrality Guidelines RTF version [1.9 MB] 
Competitive Neutrality Guidelines ZIP version [163 KB] 


Corrigendum issued on 30 April 2004 regarding the example on page 20 


Corrigendum regarding the example on page 20 PDF version [50 KB] 
Corrigendum regarding the example on page 20 RTF version [64 KB] 


Community Service Obligations (CSO) 


To meet its CSO for statistics, publications, either in HTML or PDF format, and associated publication tables, are available 
via self service at no charge on the ABS web site. 


More detailed Census data is also available via self help at no charge from the ABS web site. Simple inquiries for ABS 
data are handled free of charge. These free products and services comprise the ABS Basic Information Set. 


Back to top 
Pricing Practices 


Users wanting information or services that are beyond that provided by the Basic Information Set are required to pay 
relevant costs, including overheads, incurred beyond the costs of collection and production of clean unit record files from 
which the information is produced. 

ABS Pricing Policy provides for three bases for setting prices: 


e pricing based on marginal costs for the additional dissemination of the Basic Information Set; 

e pricing based on incremental costs for products and services additional to the Basic Information Set; and, 

e "commercial" pricing, based on competitive neutrality principles, for products and services which could compete with 
similar products provided by the private sector. 


Back to top 
ABS Pricing Principles 
The principles underpinning ABS Pricing Policy are set out below. 


Principle 1 
ABS is committed to open access to official statistics by all levels of governments, and the community generally. 


Principle 2 
ABS will provide free access channels to the Basic Information Set funded by appropriation. 


Principle 3 
The ABS will recover the costs of accessing the Basic Information Set via non-free access channels (e.g. print on 
demand) on a marginal cost basis. 


Principle 4 

Where cost effective to do so, the ABS will recover the costs of producing and providing information products and 
services that are additional to the Basic Information Set, including salaries, operating and capital costs and associated 
overheads, from users. 


Principle 5 

The ABS will recover the costs of products and services provided in addition to the Basic Information Set, on an 
incremental cost basis for those which only the ABS can provide (e.g. due to confidentiality considerations), and ona 
commercial cost basis, for those which may compete with products and services provided by other suppliers. 


Principle 6 
The ABS will set its pricing policy, in conformity with Government guidelines on Cost Recovery and Competitive Cost 
Neutrality, with a view to : 


e relieving the general taxpayer of those elements of the cost of the statistical service which have a specific and 
identifiable value to particular users; 

e enabling the demand for ABS products and services to be used as one indicator of how ABS resources should be 
used; and 

¢ encouraging users to address their real needs for ABS statistical products. 


Principle 7 

The ABS strongly encourages secondary provision of ABS data. We will recover the cost of creation and provision of 
customised data dissemination and product creation from on providers of ABS information. The ABS releases most data, 
including customised data, under the AUSGOAL open licensing framework in compliance with Australian Government's 
commitment to provide open access to Public Sector Information. 


Principle 8 

The ABS provides technical assistance to international agencies and other countries. Wherever possible it will use the 
applicable AusAID pricing schedule, which approximates charging on a marginal cost basis. Exceptions apply in the 
following situations: 


e where the work is tendered in a competitive situation, the ABS will quote on a commercial cost basis; 

e where international agencies have their own standard rates, the ABS may choose to apply those rates; and 

¢ consistent with our international policy, ABS may partially recover, or waive, its costs for statistical work associated 
with international engagement if it is a strategically important initiative that the ABS has decided to support, and/or 
there are important staff development opportunities . 


Principle 9 
The Australian Statistician or his delegate may, where public interest issues are involved, decide to charge products and 
services on other bases. 


Principle 10 
In all cases where costs are recovered, the ABS will charge "efficient costs" i.e. the minimum costs necessary to deliver 
products and services that are fit for purpose. 


Principle 11 
ABS will use simple and cost effective pricing schedules and administrative systems. 


Back to top 


Products and Services Included in the Basic Information Set 


Contents of the ABS web site including Email notification service 

Collection activities, statistical analysis and processing of surveys to final unit record file, including collection and 
processing of confidentialised unit record files (CURFs) 

National Information Referral Service (NIRS) 

Secure lock up services 


Back to top 


More information 
For further information, contact the Director, National Client Services. 
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Roles & Responsibilities 


Registration Centre 


The following information describes the roles and responsibilities of the Delegate and Contact Officer under an 
Organisational Licence. 


Delegate 
As my organisation's Delegate |: 


¢ am at a more senior level than the Contact Officer 
e will act as another point of contact for my organisation when the ABS can't get in touch with my organisation's 
Contact Officer(s) 
e can request that a Contact Officer be added or removed from the organisation 
e will receive notifications for my information: 
1. on successful registration of my organisation 
2. when a new product licence has been purchased by my organisation 
3. when a Contact Officer is added or removed from my organisation 
4. when there has been a breach by a member of my organisation 


Contact Officer 


Access to ABS data through the ABS User Registration system is subject to agreement by the Contact Officers(s) of an 
organisation to abide by the Roles & Responsibilities as set out below. 


On receipt of your application and payment, your organisation may register members for the following products: 


e Census TableBuilder Pro 2011 

e Census TableBuilder Basic 2011 
e Census DataPacks 2011 

e Survey TableBuilder datasets 


Roles and responsibilities 
As a contact officer for my organisation, |: 


will be a primary point of contact with the ABS 

can endorse applicants as members of the organisation 

can endorse applications for access to ABS products 

can register my organisation and arrange payment for the licence if applicable 

can add additional Contact Officers 

will notify the ABS if | am aware that a user in my organisation has misused the data 

understand that the ABS reserves the right to change the licence price for paid products without notice 


Disclaimer 


The ABS has taken great care to ensure that the information in ABS registered products is as correct and accurate as 
possible. However, the ABS doesn't guarantee, 

or accept any legal liability whatsoever arising from, or connected to, the use of any material contained within, or derived 
from, its products. 


As my organisation's Contact Officer, | understand the following: 


e ABS Disclaimer 

e ABS Conditions of Sale 
e ABS Copyright 

e ABS Privacy 

e ABS Pricing Policy 


| understand my roles and responsibilities as a Contact Officer for my organisation, the conditions in this document and 
undertake to adhere to any future conditions that are notified to registered users. 


| am aware that all data extracted from registered ABS products are confidentialised prior to being supplied to me and 
that, as a result, no reliance should be placed on data cells of small value. 
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Help & FAQs 


Registration Centre 


Can | register for multiple products ? 

What if | don't receive the email with my user ID? 

What is an Individual Licence? 

What is an Organisational Licence? 

How does the ABS define an organisation for the purposes of an Organisational Licence? 
How do | know if my organisation has an Organisational Licence? 

What if my organisation is not on the list? 

How do | register my organisation? 

What is an organisational Contact Officer? 

Who should be a Contact Officer? 

How is the Contact Officer selected? 

How do you change the Contact Officer for an organisation? 

What is an organisational Delegate? 

Are the products free? 

Who should be a Payment Officer for an Individual Licence? 

Do | get a discount for multiple licences for a product? 

How long after | register for the products can | start using them? 

How many members can an Organisational Licence have? 

Can | share my login details with colleagues/friends so they can access ABS registered products? 
As a licensed user of a registered organisation is it ok to share access details with other members of the 
organisation who are not licensed users? 

How many members can an Organisational Licence have? 

How do I remove my name from an Organisational Licence? 

What if | forget my password when activating my account? 

What if | forget the answer to my secret question? 

What is the difference between Roles & Responsibilities and Terms & Conditions? 

How long is a subscription valid for? 

What happens when a subscriber leaves the organisation they work for? 

What happens when a subscriber no longer requires the Individual Licence? 

If a licence is transferred to another person, will the custom groups and saved tables remain? 
| am a contact officer for my organisation, but | cannot see an ‘Administration’ tab when | log into "My Profile" 
to endorse pending requests. How do | fix this? 

e | keep on getting error messages, or an ABS registered product won't load correctly. 
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Answers to FAQs 


Registration Centre 


Can I register for multiple products? 


Yes, you can register for multiple ABS registered products. 
Back to Help & FAQs 


What if I don't receive the email with my user ID? 

Select the ‘account activation’ link on the 'My account' login page and enter in your registered email 
address. An email will be sent to your email with your user ID and account activation link. If your email 
is not recognised, you may have registered with an incorrect email address. You can go and register 


again with the correct email. 
Back to Help & FAQs 


What is an Individual Licence? 
An Individual Licence is a licence for an ABS registered product(s) that only you have access to. 
However, you may transfer your licence to someone else. To do this please contact us by calling 1300 


135 070, or email us at client.services@abs.gov.au. 
Back to Help & FAQs 


What is an Organisational Licence? 
An Organisational Licence is a licence for one or more ABS registered products that can be used by 


members of an organisation. 
Back to Help & FAQs 


How does the ABS define an organisation for the purposes of an 
Organisational Licence? 
The ABS determines organisations on a case by case basis. This is generally based on the structure 


and separate identity of the organisation. 
Back to Help & FAQs 


How do I know if my organisation has an Organisational Licence? 
When registering for an Organisational Licence, you will be presented with a list of organisations who 
have an Organisational Licence. If your organisation is on that list, you may request to ‘join’ that 


organisation's licence. 
Back to Help & FAQs 


What if my organisation is not on the list? 
If your organisation is not on the list it does not currently have an Organisational Licence and will need 


to be registered. Only the Contact Officer for the organisation can register. 
Back to Help & FAQs 


How do I register my organisation? 
After you have checked that your organisation does not appear on the list of organisations with 
Organisational Licences, you may select 'My organisation doesn't appear on the list. | want to register a 
new organisation.’ Only the Contact Officer for the organisation can register. 

Back to Help & FAQs 
What is an organisational Contact Officer? 
A Contact Officer is the person who will liaise with the ABS on behalf of their organisation regarding 
their Organisational Licence. They will be responsible for reviewing applications to use their 
Organisational Licence and confirming that each applicant is a member of their organisation. 


They will be able to approve requests to be added to the licence and to access products. 


Please note that an organisational Contact Officer must be registered in the system as a user to have 


access. 
Back to Help & FAQs 


Who should be a Contact Officer? 
A Contact Officer should be someone in a position of responsibility, such as a manager and is 
responsible for paying for the organisation's licence. The person registering an organisation 


automatically becomes the Contact Officer for that organisation. 
Back to Help & FAQs 


How is the Contact Officer selected? 


The Contact Officer is automatically set as the person who registers the organisation. 
Back to Help & FAQs 


How do you change the Contact Officer for an organisation? 
If the Contact Officer has changed for an organisation, the existing Contact Officer can add Contact 
Officers to the organisation via the ‘Organisation administration’ tab. Log in to ‘My account’, select the 
‘Organisation administration’ tab then and select ‘Members’. Select the user who will be the new 
Contact Officer and click on the 'Make Contact Officer’ button. Please note that the Contact Officer must 
be an existing organisational member. For assistance please contact us by calling the National 
Information and Referral Service on 1300 135 070. 

Back to Help & FAQs 


What is an organisation's Delegate? 
An organisational Delegate is the person who can act as another point of contact for the organisation 
(see Delegate officer in Roles & Responsibilities). 

Back to Help & FAQs 


Are products free? 
Some products are free, and some require payment. TableBuilder Basic and DataPacks Online are free. 


Survey TableBuilder, TableBuilder Pro 2011 and TableBuilder Pro 2006 require payment. 
Back to Help & FAQs 


Who should be a Payment Officer for an Individual Licence? 
A Payment Officer is responsible for paying for the Individual Licence. The Payment Officer can also be 
the user registering for the product. 

Back to Help & FAQs 
Do I get a discount for multiple licences for a product? 
There is no discount for multiple Individual Licences. 


The organisation's licence option gives access to an unlimited number of users. 
Back to Help & FAQs 


How long after I register for the products can I start using them? 
You may start using free ABS registered products immediately after you have registered and receive a 
confirmation email. You may start using charged ABS registered products after your payment has been 
processed and you receive a confirmation email. 

Back to Help & FAQs 


How many members can an Organisational Licence have? 
An Organisational Licence can have an unlimited number of members. 
Back to Help & FAQs 


Can I share my login details with colleagues/friends so they can access 
ABS registered products? 

No. Under the licensed user Terms and Conditions, you have agreed to ensure that your access details 
are not provided to another party. This applies to both individual and organisation licensed users. If a 


user is found to have breached this condition, individual and/or organisational licences may be revoked. 
Back to Help & FAQs 


As a licensed user of a registered organisation is it OK to share access 
details with other members of the organisation who are not licensed 
users? 

No. All individuals within a registered organisation who desire access to ABS registered products are 
required to register separately as users from that organisation. Organisations who purchase an 
Organisational Licence are allowed an unlimited number of registered users as part of that licence. 
Under the licensed user Terms & Conditions, you have agreed to ensure that your access details are 
not provided to another party. If a user or organisation is found to have breached this condition, 


Individual and/or Organisational Licences may be revoked. 
Back to Help & FAQs 


How many members can an Organisational Licence have? 


Go to 'My account’ and select the tab ‘Organisation products’. Click on the Leave Organisation button. 
Back to Help & FAQs 


How do I remove my name from an Organisational Licence? 
Add and remove Contact Officers by logging in to ‘My account and selecting the ‘Organisation 


administration’ tab. However, if you are a Contact Officer, you will not be able to remove yourself. If you 
have further difficulties, contact the ABS by calling 1300 135 070. 
Back to Help & FAQs 


What if I forget my password when activating my account? 
Select the ‘Forgotten Password’ link on the Login page. You will need to remember your registered 


email address and your secret question and answer. 
Back to Help & FAQs 


What if I forget the answer to my secret question? 


Contact us by calling 1300 135 070. 
Back to Help & FAQs 


What is the difference between Roles & Responsibilities and Terms & 
Conditions? 
The Roles & Responsibilities relate to the Organisational Licence while the Terms & Conditions relate to 


the individual products. 
Back to Help & FAQs 


How long is a subscription valid for? 
The subscription is for the life of the product. 
Back to Help & FAQs 


What happens when a subscriber leaves the organisation they work for? 


They must notify the Contact Officer so they can be removed from the licence and a new user added. 
Back to Help & FAQs 


What happens when a subscriber no longer requires the Individual 
Licence? 


The user can transfer the licence to another person. 
Back to Help & FAQs 


If a licence is transferred to another person, will the custom groups and 
saved tables remain? 
No, the relinquishing user will need to download the tables as CSV to save copies of the tables and 


recodes before the licence is transferred. 
Back to Help & FAQs 


I am a Contact Officer for my organisation, but I cannot see an 
‘Organisation administration’ tab when I log into 'My account’ to 
endorse pending requests. How do I fix this? 

When you log into 'My account’, if you see your tabs, but they are aligned vertically down the page, 
rather than horizontally across the page, the following instructions should fix this. 


For internal websites Internet Explorer 8 reverts back to the Internet Explorer 7 engine. 
These are instructions to turn this off, so that IE8 is actually running as IE8: 


e If you can't see a menu bar in Internet Explorer (File, Edit, etc.), enable it by right clicking on some 
empty space in the tab bar and checking Menu Bar. 

e Once you see the menu bar, go to the Tools menu and click on Compatibility View Settings. 

e Uncheck the ‘Display intranet sites in Compatibility View' checkbox. 


If problem still persists (you still do not see an ‘Organisation administration’ tab, please contact the ABS 
on 1300 135 070. 
Back to Help & FAQs 


I keep getting error messages, or an ABS registered product won't load 
correctly. 


If you are using Internet Explorer 7 you may experience compatibility issues. We suggest you update 
your Internet Explorer to a later version or try to load the web page in an alternate browser e.g. Chrome, 
Firefox or Safari. 

Back to Help & FAQs 
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Registration Tutorials 
To help you get started with registering for ABS products, we have produced a series of short tutorials. 
You will need Flash Player/Quick Time Player to view the tutorials. 


To access the tutorials, click on the relevant image of the tutorial you require. 
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TUTORIALS 


ABS Registration 
Tutorial 1 


ABS Registration 


ABS Registration 
Tutorial 3 


ABS Registration 


Tutorial 2 Tutorial 4 


How to register as anew |Account activation Manage your account Register for an individual product 


user -Tutorial transcript 2 -Tutorial transcript 3 licence 
-Tutorial transcript 1 Duration 2:02 Duration 2:13 -Tutorial transcript 4 
Duration 2:14 Duration 1:54 


ABS Registration 
Tutorial 5 


ABS Registration 
Tutorial 6 


ABS Registration ABS Registration 


Tutorial 8 


Tutorial 7 


Join an organisation Register a new Password reset Resend account activation email 
-Tutorial transcript 5 organisation -Tutorial transcript 7 -Tutorial transcript 8 

Duration 1:09 -Tutorial transcript 6 Duration 1:07 Duration 0:59 

Duration 2:00 


Please note: From time to time additional functions are added to our registration system, so there may be some differences between what you see 
in the tutorials and what you see when you use the registration system. 
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HOW TO REGISTER AS A NEW USER 


TUTORIAL TRANSCRIPT 1 
Welcome to ABS User Registration. Tutorial 1 will provide you with instructions on how to register as a new user. 


To do this, go to the ABS home page, click Services and then click on the Registration Centre link within the / need 
information and services for...section. 


When you arrive at the Registration Centre home page, click Register on the left navigation panel. You will then be sent 
an account activation email. (This process will be covered in Tutorial 2.) 


This will take you to the online registration form. Fields marked with an asterisk must be completed. 
First provide your email address and confirm it. Then provide a password that meets the required criteria and confirm it. 


Your password must be a minimum of seven characters and must contain three of the following four items: 


e anumber 


e a lower case letter 

¢ an upper case letter 

¢ aspecial character. (The following characters are allowed: exclamation and question marks, ‘at' and percent 
symbols as well as the dollar sign and hash.) 


Continue to fill in the form with your various details. Please provide at least one phone number. Now select a secret 
question and provide an answer. 


When you have correctly filled in all the required fields, click Submit. You will then be sent an account activation email. 
(This process will be covered in Tutorial 2.) 


Once you have activated your account, you can apply for individual products immediately or join an organisation to apply 
for access to products under an organisation licence. (Find more about applying for individual and organisation licences 
in Tutorials 4 and 5.) 


If the email address you provided was incorrect, you can re-register. If you have any questions, please phone the ABS 
National Information and Referral Service on 1300 135 070. 


Tutorial 1 is now complete. 
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ACCOUNT ACTIVATION 


TUTORIAL TRANSCRIPT 2 
Welcome to ABS User Registration. Tutorial 2 will provide you with instructions on how to activate your account. 


After registering (covered in Tutorial 1), you will receive an account activation email. To complete the process, simply 
click the My account link and then log in with your newly allocated user ID and the password you created during 
registration. 


At this point, you will need to indicate whether you are registering as an individual or organisation user. For this example, 
we will register as an individual, with information regarding organisation registration to be covered in subsequent 
tutorials. 


After clicking Submit., you can now add one or more products to your account. 


To illustrate, let’s choose the paid product called TableBuilder Pro 2011, as well as the free DataPacks Online 2011. Click 
next. 


If you select a paid product, you must provide the details of a payment officer, with this person being responsible for the 
payment of the product. 


The payment officer can be the person applying for the licence, another user or not a user at all. If you are the person 
paying for the product you can use your details. Click next. 


Once you have read the Terms & Conditions, check the acceptance box and click Next. 
Verify that everything is correct before clicking Submit. 
You will now be directed to your account summary page which lists your pending and approved products. 


If the product you selected is free of charge, it will appear under the approved products list and you can start using it 
immediately. 


If the product is charged, it will be under the pending list and you won't be able to access it until your request has been 
approved. 


To access your products, simply return to the Registration Centre home page via the link at the bottom of the page. The 
various product log-in buttons are located to the right. 


Tutorial 2 is now complete. 
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MANAGE YOUR ACCOUNT 


TUTORIAL TRANSCRIPT 3 
Welcome to ABS User Registration. Tutorial 3 will provide you with instructions on how to manage your account. 


To get started, return to the Registration Centre home page, and then click log in on the left hand navigation. Enter your 
User ID and password, click Login, and you will then be directed to your My account Summary page. 


You'll notice that there are six tabs on the horizontal navigation bar which allow you to manage your account. As shown 
in tutorial 2, the Summary tab shows your pending and approved products. 


The next two tabs allow you to subscribe to ABS registered products. The Organisation products tab allows you to 
access existing organisation product subscriptions or request a new product licence for your organisation. Further details 
about joining an organisation, or registering a new organisation are available in tutorials 5 and 6. 


Please note that the Organisation products tab will be replaced by the Organisation administration tab if you area 
registered contact officer for an organisation. 


The next tab allows you to edit your details. Simply amend or fill in any applicable fields and click Submit. You will then 
be sent an email confirming that your details have been successfully updated. 


The Change your password tab is next. To complete the process, you must provide your current password as well as a 
new password that meets the required criteria. Once you confirm it and press Submit, you will be sent an email to notify 
you that your password has been successfully changed. 


The final tab allows you to change your secret question. Simply select a new question from the drop down box, provide 
an answer, and then click Submit. If successful, a notification will present itself here. 


To log out of your account, simply click the logout button at the end of the row. 


Tutorial 3 is now complete. 
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REGISTER FOR AN INDIVIDUAL PRODUCT LICENCE 


TUTORIAL TRANSCRIPT 4 


Welcome to ABS User Registration. Tutorial 4 will provide you with instructions on how to register for an individual 
product licence. 


Once you have registered as a new user (as explained in Tutorial 1) and activated your account (as explained in Tutorial 
2), you can apply for an individual licence for an ABS registered product. 


To get started, click the login link on the left hand navigation of the Registration Centre home page. After entering your 
User ID and password, you will again be presented with your My account Summary page. 


Select the Individual products tab to add individual products. In this example we'll select the paid product TableBuilder 
Pro 2006, and the free product TableBuilder Basic 2006. 


If you have selected a paid product, you must provide the details of a payment officer. You can either use your own 
details or fill in details of your organisation's payment officer. 


You will then be directed to the Terms & Conditions page, where you will have to agree before proceeding by clicking the 
Next button. Once you have reviewed your request click the Submit button. You will then be directed back to the 


Summary tab of the My account page, where the list of pending and approved products will have been updated. If the 
product you selected is free of charge, it will appear under the approved products list and you can start using it 
immediately. If the product is charged, it will be under the pending list. You won't be able to access the product until your 
request is approved. 


You can access your products by going back to the Registration Centre. Do this by clicking on the Registration Centre 
link at the bottom of the box on the Summary screen. The product Login buttons are located on the right side of the 
Registration Centre page. 

Use your registration User ID and Password to access all products, 


Tutorial 4 is now complete. 
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JOIN AN ORGANISATION 


TUTORIAL TRANSCRIPT 5 


Welcome to ABS User Registration. Tutorial 5 will provide you with instructions on how to join an organisation. 


Once you have registered as a new user and activated your account (explained in tutorials 1 and 2), you can joina 
registered organisation. 


To get started, click the login link on the left hand navigation of the Registration Centre home page. Enter your User ID 
and password, click Login, and you will again be presented with your My account Summary page. 


To join an organisation, simply select the Organisation products tab, locate your organisation on the list and then click 
Join. 


Once a Contact Officer for your organisation has approved your request, you will then be able to add organisationally 
licenced products to your account. In the meantime, your membership will display as pending. 


If your organisation hasn’t been registered yet, please proceed to Tutorial 6 for instructions on registering a new 
organisation. 


Tutorial 5 is now complete. 
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REGISTER A NEW ORGANISATION 


TUTORIAL TRANSCRIPT 6 
Welcome to ABS User Registration. Tutorial 6 will provide you with instructions on how to register a new organisation. 
To register a new organisation, you will need to log in to your account. 


To do this, go to the Registration Centre home page and click Log in on the left navigation panel. Once you have logged 
in, you will be directed to your My account/Summary page. 


Now, click the Organisation products tab. Check the box beside My organisation does not appear on the list. | want to 
register a new organisation. Click Join. 


You will then be directed to an online form where you must provide the details of the organisation you are registering. 
Fields marked with an asterisk must be completed. 


First enter the trading name of your organisation. Then enter the legal name of your organisation. Please avoid 


acronyms or abbreviations of organisation names to prevent multiple registrations for the same organisation. Choose the 
sector to which your organisation belongs and provide the ABN (Australian Business Number) of the organisation. 


Continue filling out the form. If the postal address is the same as the street address, you can check the box to transfer 
the details, otherwise enter the street address. You must then provide the details of the delegate officer. 

(The delegate officer is a person who acts as another point of contact for the organisation. It is usually a more senior 
person.) 


When you have provided all of the required details, click Submit,. You will need to agree to the Roles and 
Responsibilities by checking the box. You may then select products to add to your organisation. 


When you click Finish, you will receive a pop up alert confirming that your organisation has been successfully registered. 


If you have added a charged product, your nominated payment officer will be contacted to arrange payment before your 
access is granted. 


Tutorial 6 is now complete. 
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PASSWORD RESET 


TUTORIAL TRANSCRIPT 7 
Welcome to ABS User Registration. Tutorial 7 will provide you with instructions on how to reset your password. 
If you have forgotten your password, click the Forgotten password link on the Log in page. 


To reset your password, you must first provide your registered email address. An email will then be sent to your email 
address with a link to reset your password. 


Once you click the set your new password link, you will be directed to a page asking you to answer your secret question. 
You must answer the secret question correctly to continue with resetting your password. 


When entering your new password, ensure that it matches the criteria. 
Your password must be a minimum of seven characters and must contain three of the following four items: 


¢ a number 

e a lower case letter 

e an upper case letter 

e and/or a special character. (The following characters are allowed: exclamation and questions marks, ‘at' and 
percent symbols as well as the dollar sign and hash.) 


Once you have changed your password, a message will appear saying your password has been successfully changed. 
You can now click the My account button which will take you to the Log in screen, where you can log in using your new 
password. 


Tutorial 7 is now complete. 
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RESEND ACCOUNT ACTIVATION EMAIL 


TUTORIAL TRANSCRIPT 8 


Welcome to ABS User Registration. Tutorial 8 will provide you with instructions on how to have your account activation 
email resent. 


If you have registered as a new user, but have either lost your account activation email or have not activated your 


account within 30 days of receiving the account activation email, you will still be able to activate your account. 

To do this, go to the Registration Centre home page and click Log in on the left navigation panel. 

Now, leaving the user ID and password sections blank, click the Account activation link below the Login button. 

Once you enter your registered email address, you will be sent a new account activation email. 

Upon receiving this email, click the link to activate your account. You will then be directed to the account activation page. 
View Tutorial 2 for further instructions on how to activate your account. 


Tutorial 8 is now complete. 
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